
Approver Guide - Job Req or Offer 

1. There are 2 items to 
approve in PageUp; a job 
requisition or an offer. The 
job offer can be approved 
from the email you received 
by replying “Approve” to the 
email” or logging into 
PageUp. You must login to 
PageUp to reject the job 
requisitions.You must login 
to approve or reject an offer. 

 
 

2. Login to PageUp using your 
YES credentials (EIN and 
YES password) 
https://adoa.dc4.pageuppeo
ple.com 

 

3. On the right side of your 
manager dashboard, you 
will see sections for 
“Approvals” which refers to 
job approvals and “Offers” 
which refers to “Job Offers” 

 
4. Click on the number in the 

appropriate area (either 
under Approvals or Offers) 
to select the approval item. 

 

 



5. Once you click on the job or 
offer number, you will be 
shown the list of items to be 
approved, click on the 
“view” link on the right side 
of the screen. 

 
6. This will bring up the job or 

offer page. Review the 
information  

 
 
 

 
 
 

 

7. Scroll down to the end of 
the Page and click 
“Approve” or “Decline” 

 

 

8. If you select “Decline” a job 
you will need to select a 
reason and enter 
comments. Click “Save”. To 
“Decline” an offer you will 
need to enter a reason and 
click “Save”. 

 
9. Click the PageUp or Arizona 

icon on the top left corner to 
get back to your home page 

 
 

 

 

Note: if you are a Recruiter or 
an HR Contact (Liaison), 
you will see the approval 
items under the “Manager 
Activities” area on your 
home page 

 

 
 


